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SCANNING EXAM PAPERS

1. Open up your H: Drive and create a new folder to store your files for this OMR
session (name the folder preferably with the course name, and include the year, and
the quiz/exam name, i.e. NRSG 300 001 Midterm 1).

Note: If you are unable to find the H: Drive and do end up saving on the desktop,
please email/ upload them to your UBC OneDrive account. Also, delete all the
folders that were created on the desktop.

2. Click on the Start Menu (1) in the bottom left corner of the screen > Type in
ScanSnap Manager Settings, and open ScanSnap Manager Settings (2) (We are
referring to ScanSnap Manager Settings not ScanSnap Manager).

all

Bett ratch

(il Scansnap Manager settings @

Search the wel :
Scansnap Manager settings
£ ScanSnap Manager Setings

¥

T Open

¥ Baun as administrabor
U Open fis locatien
= Fin to Start

=1 P b ikl

o o

/J:’ S e Se“mgi _
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3. Click Continue

ScanSnap Manager for fi Series o

Starting ScanSnap Manager for fi Seres,

You cannot run other applications assodated with your stanner while ScanSnap
Manager for fi Series is running.

;ro :'Iu“ another application, right-dick the taskbar icon to exit ScanSnap Manager
or §i Series.

O you want o continue? m

|| Do not show this message again

| Continve | | Cance Help

4. Click Detail
&S
STIANSNIP o [iseis
/! Use Guick Menu
| Recommended | | Small File | | HighOuality | |  Customize ]
[ Deteil_ v/ — —T— T E—eT—
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5. Click Scanning

(&S
STINSNIP o fismi
¥l Use Quick Menu
|  Recommended Small File | |  HighQuaity | | Customize |

&3 Application |1 Save §&5 Scanning § 4 File option |F~ Paper |34 Compression

Specify the folder and file name format youwould like to use.

Image saving folder.  ChUsers\wanichan\Pictures

Browse
I File name format ...
ex) 2015_10_16_11_31_22 pdf
Rename file after scanning
| Hide =] [ Ok || Cancel || Apply

UBC
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6. Under the Scanning tab, change the following settings:
a. Image Quality to Best

b. Color mode to B&W
c. Scanning side to Duplex Scan (Double-sided)

Click on the Option ... button on the lower left of the same page

tion |34-Seve. | & Scanning | J File option

E;mm,.-m;r scanning mode vou would likke 1o ugse

=S
STINSIIGP o [1 series
1 Use Quick Menu
[ Recommended | |  Smalfile | [ HighQuaity | | Customize |

Image qualite || F2 Best (Colos/Gray: 300 dpi, BEW: 600 dpi)

~[|Step 5A

Color mode Step 5B
Scanning side: || [% Duple Sean (Double-sided) - || Step 5C
| Continue scanning afer cument scan is finishad Ig
Apply |

= [ ok Cancel | |

7. Make sure the following are unselected, then click OK:
a. “Allow automatic blank page removal”
b. “Allow automatic image rotation”

Fiead mode option i

Brnghtness (Black and White scanning onhy)

Light — [IIII@IIIIIiﬂDmk

MNorrnal

| Setfing for texd onby docurment All checkmarks

I_ | Allow automatic blank page removal I should be
U Comect skewed character strings automaticalle removed from
T llow automatic image rotation this screen
| Setthe document with itz face up —

corcel_| [ b
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8. Click OK on the Scan Settings page.

K=

STINSNIP o fis

| PRecommended | |  SmeFile | |  Highouality | | Customize

£4 Application |« i-Sewe-| & Scanning | = File option {74 Poper {3y Compression

:.";;F'H'-I: sy thi Scanming mode you would liki O use

image quality | B3 Best (Colon/Gray: 300 dpi, B&W: 500 dpi) -
Colormode: | |l [B&W ]=|
Scanning side: | | % Duplex Scan (Double-sided) v]

[l Continue scanning afer cumant scan is finkchad

|  Hide = \ﬂl‘l || Cancal || Applv |
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9. Get the answer sheets ready:

oo oo

Count how many sheets you have (including the answer key).

For better scanning results, divide the exams into piles of 40 sheets or less.
Ensure all pages are aligned and facing the same way.

With the student ID section face up, place the answer key on the top of the
pile.

Flip the pile of sheets over so that the student ID section is face down and the
answer key is now on the bottom of the pile.

Rotate the pile of sheets so that the text is upside down and place the pile
into the feed tray of the scanner with the answer key at the bottom of the
pile, in contact with the feed tray. This will ensure that it is grabbed by the
scanner first.

Make sure the catchment tray (circled in blue below) is pulled out, or the
answer sheets will go flying!

UBC
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10.Make sure the scanner is turned on (the power button light is green), then press the
Scan/Enter button on the machine.

UBC Optical Mark Reader (OMR) User Manual Page 7
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11.0nce scanning begins, a progress bar will appear on the lower right of the screen.

Each “page” scanned represents one side, so the number will be double the number

of sheets you putin.

ScanSnap Manager for fi Series - Image scanning and file saving

Save image as PDF

Scanning c:u:umpleted:l 1 Page

Stopip)

Simplex, B&W, Best FODF, Auto size
Compression 3

SCINSnNIP nfisc

E e

% |

Scan to E-mail

&

Scan to Folder Scan to Print Scan o Word

Qf

Edit with POF Edit

T
Sean to Picture
Folder

Scanlo
PowerPolni(R)

Scan to Folder

ahad feom Hhe scanned documents and saved in a netvwork folder 2o that they
d by chents

12.A ScanSnap window will appear once scanning is finished, click Scan to Folder.

Scan to Excel

UBC
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13.If you have more than one version of the same exam, you may want to change the
file name to something recognizable (1), or else it is fine to leave it as is.
14.Check the number in the lower left corner (2) is double the amount of sheets you

scanned. If not, please rescan.
15. Specify your destination save folder: Click Browse (3)
16.Click Save (4)

= | Scan to Folder

thietpbl

Specify destination folder

Save in:

— O X
Specify file name
U
File name: 1} 1 File
‘GEB DEMO_101_Quiz1_Scan pdf “
History
Combined file size 167 MB

FADEMO101_Quiz1

[ ] State a path to a destination folder in an E-mail message

Browse...

@  Help

Py

17. A notification will alert you when the file has saved successfully.

Scan to Folder u

@ Files were saved successfully,

oK

UBC
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Optional: having more than one pile of answer sheets to scan.
Repeat steps 9 — 17

1. One section & one version: there is no need to scan the answer key in the
subsequent piles.

2. Multiple sections & one version: If there is a need to upload to Canvas
directly or to export analysis reports for individual sections, scan the answer
key with each individual section.

3. Multiple sections & multiple versions: Scan the answer key with each
individual section and version.

UBC Optical Mark Reader (OMR) User Manual Page 10
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IMPORTING DATA
1. Open Remark: Start Menu > Remark Office OMR Data Center

Recently added

-_1\_'& Scanned Contral Admn Agent Setup

R 8

- Remark Office
1 | Ewor Recovery Guide MR Data...

Expand

E Caloulator
Calendar
n Camers

2. IF you are greeted with a Backwards Compatibility Warning, please check the
‘l understand that backwards compatibility of my files is not supported” box
and then click the Got It! Button.

Backwards Compatibility Warning
Flease note that templates, data, and answer key file formats have been upgraded and are
not compatible with earlier versions of Remark Office OMR.

It you want to use these files in earlier versions of the application, be sure to MAKE COPIES
before saving them in this version. |

(11 understand that backwards compatibility of my files is not supported.

If you don’t see this screen, continue to next step.

UBC Optical Mark Reader (OMR) User Manual Page 11
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3. Click Templates on the left of the screen and then click Open.

s O

Templater Data Analysis

Batch Creator

4. Navigate to the directory:
If you know how to navigate to a folder then please go to the following:
C:\Program Files (x86)\Gravic\Remark Office OMR\Templates

If you do not know how to navigate to a folder please follow the instructions below:

1) Click This PC on the left side of the window

B Open Form Template...

<« ~ 4 @, ThisPC
Organize »

Remark Office OMR (-]

Templates

OneDrive/
3 This PC

J 3D Objects

I Desktop

|Z| Documents

¥ Downloads

J’\ Music

&= Pictures

m Videos

‘aa Local Disk (C:)

UBC Optical Mark Reader (OMR) User Manual
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2) Double click on Local Disk (C:)

ﬂ T

~ Devices and drives (1)
- i Local Disk (C:)
5s :1.*” | —
b 79.9 GB free of 118 GB b

v Network locations (7)

3) Double click on Program Files (x86)

Program Files /
Program Files (x86)
ProgramData

4) Double click on Gravic

¥ rar

Google
GPLGS /
Gravic

InstallShield Installation Information

Intel

5) Double click on Remark Office OMR

Namnc

Remark Office OMR‘

6) Double click on Templates
Images

Reports
Templates

Tutorials

UBC Optical Mark Reader (OMR) User Manual Page 13
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)
1’;
)

5. Choose either:
e “UBCO 100Q Template 2021.omr” for 100 question bubble sheets or

e “UBCO 200Q Template 2021.omr” for 200 question bubble sheets
and then click Open

Open Cancel

6. After the template has been opened click on the Data option on the left, then click on
Read.

Templates = Data Analysis

Data O ['_Z:'J_Fi ons

Read

Open Data

UBC Optical Mark Reader (OMR) User Manual Page 14
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7. Select Read Images and click Next in the popup window that appears

Office Read - Read Image Files (0]

How would you hike to collect your data?

=)

Scan

B Click Neat 0o Browi e for image files to read

Processing Attributes

Show Adyanced Options

Cancel Hext

S

8. Nauvigate to the directory you created in H: drive and add the scanned files to the
Image List below by double clicking on the file(s) (or click on the file(s) in order they

were scanned and click Add Selected).

9. Click Read, the data will now by imported to the program.

Oifice Read - Read Image Files (1)

Wikich mages would you like to process?
+ _—
B Cevitop R o o ™

OneDirsee 1.'Tr:tﬂrsu -

=0

Ada Al

& mupenne
Bl tis e Step =2 * A Sedected

i Hetwork
L rv00Cy Anawer Shieet T_.
Bl mticrosen Eage

Image Files [*.pog® bl *. pdi;®. b *. doc® o * Jpegs . pnge L)

Image Lis# In Read Crded

Step 9
Image List
'_L Rem ected
Cancel Back Hext Eead

UBC Optical Mark Reader (OMR) User Manual
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REVIEWING DATA

Make sure that the answer key is in the top row and only appears once in your
scanned data.

1.

- ¢ .
A0 KOC x a
ECAEW oW || L] b
SMudest I Fagt Hame  Lact Aleme  Queitionil Quiibonid Quiitigen) Quedtionsd Queitinid Qoribionit Quedtisnd! Questisnsd Queiom® Curition 10 Quastisna 11 Gueiesni L Quribo S
-I QOOOOOND ANTWER KT A & (=] B adi Biakhn Bakhi BT BLANT (2154 Fidtin Bl
I nrhaG0s  BCt ELRRT E E E E BLANT Elahg BLARE BT BLaMT ELARK ELaKE ELaME
1 WY e nn u [IRTT e CIFLT LIFTT 8 L TFETE Ly LSPTY 5 LN LIFLT

Note: Also check the number of rows that were loaded. If the number of rows
does not match the number of sheets that went into the scanner, count the
number of sheets in the pile again. You may need to rescan if sheets were
sticking together as they went through the scanner.

Check the student names and numbers first. Edit cells that are green, grey, have no
value, or have the value "BLANK”. To enter missing or change incorrect information,
double click on the cell, now you can view this information in the Image Viewer
frame below and type in the correct value. (note that in the sample shown, the
student filled in two bubbles, which resulted in a MULT error).

REVIEW X o || 1234000 MUIT [MULT]

Student ID First Name Last Name Questions1 Questions2 Questions

1 00000000 ANSWER  KEY A A D
2 12345 BUGS BUNNY E E E

3 FUDD A B BLANK
4 CHARLIE BROWN A A D

5 1234000 MICKEY MOUSE A A MULT
6 12345678 A B A

7 01234444 *BC B D D

8 12340003 SIMPSON |4 A D

9 12340004 DOMNMLD DUCK A MuLT D
M4 » M UBCO 1008 Template 2015.0mr...

she & C: [l

012 34 5678

SDOORRORG
BLeCRRBREE
00O VHDIOB
D0POODODDE
POV DDDE
20000 RLAEG
e0DDGIHERTDE
GODRENTEE

fofo [ele - I

UBC
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3. To review the answers, select only the columns that are to be graded. Click on
“Questions1” then click and drag (1) the mouse along the top to the last question of

the exam (Note: It is acceptable to have “Blank” values to the right of the last

question. The system reads all questions, regardless of how long the exam is; it
reads the remaining questions as blank, thus meaning you don’t need to worry about

them).

4. Click Review (2)

BEVIEW

4 | 12240000
5| 100
% | 12345ETE
T |orziass

B | 1250000

Student 1D IFiert Nams

WER

CHARLE
MICKEY
CHal
BB
Lisa

DOMALD

Lo g o = L] m ~ m

(o TR 2 ] E o N al Ll L] al

BLAMK
BLANK
BLANK
BLAMK
BLAMK
(BLan
| BLap
BLANK

ELANK

BLAMNK
BLate
BLANK
BLANK
BLasa
BLAtix
BLAMNK
BLasE

BLANK

Quertiansll Cusstssni® Custitssnid W Cuedl

BLANK
BLane
BLANK
BLANE
fLane
BlAk
BLANK
Blan

BLAkE

BLANE
BLANE
BLANE
BLANE
BLANE
BLANE
BLANK
BLANE

BLANE

BLANE
BLANK
BRLANE
BLANE
BLANE

BLANE

BlanK
BLANKE

ELAN]
ELaN

ELAN|

5. You will be taken to the Review Exceptions screen. Click Next at the top of the

screen to move to the next question needing your attention.

owpevew | & || menous |

HExT

e -

® ® 00

—

—

Student ID  First Name  Last Name tioniZ Quest Questionsd Questionsé Queitions? Cuestsonss Qu)
1 |00000000 ANSWER KEY Dﬂ o B c BLANK BLANK BLAMK B4
2 iz BUGS  BUWNY  [E E £ [ £ BLANK  BLANK  BLAMK  BU
3 12340006 ELMER FUoD [ BLANK -] c BLANK BLANK BLANK Bl
4 i CHARIE  BROWN  [a o 5 ¢ BLANK  BLANK  BLAMK  BUY
5 12340000  MICKEY MOUSE [LE B [ 4 BLANK BLANK BLANK BL
6 1238678 CHA TEA A [} A 4] ¢} BLANK BLANK BLamx LT
7 DIz ABC aBC 5 o o MU BLANK  BLANK  BLANK Bl BUY
M o4 M UBCO 1000 Template 2005, 0me... LI ] ]
Image Viewer - (1000 Answershes @ €~ B] B @ 8 K | Guaphviewss
Questions

UBC
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6. The program will stop at any responses that are blank or have multiple answers. You
can view the bubbling on the sheet from the Image Viewer below. Change the
response by clicking the dropdown of each specific response. (1)

7. Click Next (2) again to view the next error. The software will continue to stop on
errors. There is no need to look for the errors manually.

EMD REVIEW | & PREVIOUS |~ HEXT - X« | MULT

Student ID  First Na 5 e Questions1 Questions2 Questions3 Questionsd Questions5 Qu
1 00000000 AMSWE A A D B C BL
2 12340005 BUGS BUNNY E E E E E BL
3 12340006 ELMER FUDD A B BLANK B C BL
4 12340001 CHARLIE BROWHN |A A B C BL

5 |12340002 MICKEY  MOUSE A A c BLA
6 12345678 CHAI TEA & B D BLA
7 01234344  ABC ABC B D BLANK BLA
H| 4|k H| UBCO 1000 Template 2015.0mr..
Image Viewer - (100Q) Answer She: 89 = 7 Graph Viewes

L= L B R T - )

©®e 00 . —-—

8. After you have reviewed all the errors, a popup will notify you. Click Save Changes
to continue. This step does NOT save changes to a file.

Finich B neand Eveamntismr
o Finish Review Exceptions

There are no more exceptions after this cell within the current search area.

Would you like to save the changes made during the review process?

\ Save Changes Discard Changes Lancel

Transzlate

UBC Optical Mark Reader (OMR) User Manual Page 18
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9. Save this file by selecting FILE > Save As from the top menu. Save in the folder
you had previously created in the H: Drive.

New Form Template Ctrl+N
Open Form Template Ctrd+0

Edit Form Template Ctrl+E
Open Data Ctrl+G
Open Report Ctrl+R
Save Data Chrl+5
4
[
Organize and Save Ctrl+F3
1
Send Email L

Batch Creator

Print Ctrl+P

Recent Files 3

Close Form Template  Ctrl+F4

Exit {
] 1
9 1

10.Name the file “Scanned results”, and click OK. Note: leave the “Save as type:” set to
Remark Extended (*.RMX)

Save Data...

Save Data
Select the appropriate file type and file name and then click QK.

Lookin: | || DEMO 101 Quiz1 - &~ PO MKE:
B Desktop
. Libraries
A 43029128
1M Computer
&, Local Disk (C)
i@ DVD RW Drive (D¢ SETUP_DISC
£ 43029128 [WNKC_SSCIUSERS\NS\STU-UBCO) [F
£ APPS [\NKC_S5C) (G2
S8 INS [WNKC_SSCUUSERS) (K:)
£ BATCH [{\\NKC_SSC\APPS] [1:)
£ PUBLIC [WNKC_SSCISYS) (Z:)

iii
C)

File nam @'ﬂ Metwark oK
Save as type; |Remark Bxtended [*.RMX] - Cancel
UBC Optical Mark Reader (OMR) User Manual Page 19
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GRADING EXAMS
1.

AP

Templates Data LUETTHH
1lysis Options
Quick Grade

Advanced Grade

THE UNIVERSITY OF BRITISH COLUMBIA

Centre for Teaching and Learning

Under the Analysis tab, choose Advanced Grade

2. Click on Answer Key on the left sidebar

Advanced Gesde

Aiviaer Ky

Impze pripwer Ky Prom

¥ Comed Anpaid

Duestsonel
Duestsznil
Cuettssnt]
Auribsenid
Cisitesa’
Crutitesripé
CuitseaT
Quieiisaaild
Questseaisd
Cuestsans 10

Cuestiont 1

Sarve J Yiewe

B s

Grade A1 Oljective

Gensie Al

Grade

. 7 -
GRRaE AL SuBjber

Grag ligne

Lanicel

UBC Optical Mark Reader (OMR) User Manual
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3. From the “Import answer key from” dropdown menu, select “Data Set (Grid) Row”

(1) and click Import Key (2).

FeT =
Generic Key
Text Key

Cuestions1
Cuestions2
Cruestionsd
Cuestionsd
Creestionss
Cuestionst
Chaeestiong T
Questionsd
Crsestionss
Cheestiond10

Cheestions11

Save [ lew...

H Saye.. ¥

Import Key...

Grade As Objective

k]
3
]
(]
[
[=]
[
&
]
Grade AN
Grade

Grade Az Subject =

TI

Grage None

Cancel

UBC

Optical Mark Reader (OMR) User Manual
February 2023

Page 21



C
>
0

THE UNIVERSITY OF BRITISH COLUMBIA

i

Centre for Teaching and Learning
Okanagan Campus

4. You should now see the answer key appear.
Optional: To omit a question from being graded, deselect “Grade as Objective”
next to that question.

Advanced Grade

Test Options

Import answer key from: Data Set (Grid) Row - |

Answer Key

Question Properties ¥ Correct Answer Grade As Objective Grade As SubJectrj

Learning Objectives

Test Versions

Questions1 A x]
Questions2 A [x]
Questions3 D x]
Questions4 B 3]

Questions5 C %]

BLANK e

Save / View... Grade All Grade None

B Save.. b Grade Cancel

Note: You can check if the answer key is correct by looking at the Student ID, First
Name, and Last Name fields, as shown above. If you did not scan the answer key
first, change the number (found between the dropdown and the Import Key
button) to the sequence it was in.

5. Click Grade at the bottom of the window. If there are any changes that you would like to
make please check the optional section on pages 23-25 before completing this step.

Mo [eiponie points: 0.000 :

[ Detine benchmari value:

[ Estea credit guestion

B e - b Grade Cangel

UBC Optical Mark Reader (OMR) User Manual Page 22
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6. Select No when asked if you want to save the answer key

Save Answer Key

9 '_'-\-,I Ve .-:~.']~_\'.‘,'!_'I' I\I

Would you like to save this answer key?

Yes . No Cancel

Optional: Changing the answer to a particular question:

step and type in the correct answer.

If your answer key was incorrect, select the question you wish to change during this

Aheprand Grachs

AR Cuedtani Fasded Bulleled) il Tl
H'.-u.um-t:
P M
O POEsIN Laci Mama
# Chntstigni o
® e tanel
5 -
* Cuestiensd B Gt thii gusitisn
 Cpuesiipnsd .
* Smainn] uestoon lype Dbt je.g Mulgle Chosce)
Ergonis
Full Cre
CisHee] BSSppei B
m |
=)
Cistigl pasnla 1000 2
T Eaents uotn 2
M [aspenie peandc Bises -
[ Gefire Bencremanc e
[ egtrs crestit grarition
B et

[
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Optional: Allowing more than one answer to a particular question
(answer one OR answer two):

On the left of the screen, select the question you wish to change, then select another

correct answer from the “Correct answers” dropdown.

Question text:

a
[l Grade this guestion
Grade Settings

Question type: Objectie [&.g. Multiple Chobte) -

Response data type: Teut b

{8 Full Credit
Correct answepl

[ an cormregf answe™

O Partial C

Sconing
Corrgct points:
Incorrect points: 0000
Mo response points: 0.000

[ Define benchmark valug:

This is the OR case.
i.e. A or B gets a point

*The AND case does not work with this template. Contact ctl.helpdesk@ubc.ca for help.

UBC
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Optional: When a question is worth more or less than one mark
Select the question(s) you wish to change during this step and change “correct points”
in the Scoring section.
Achrarcnd Doy
A3 Quedtions iGisded Bullited: St £ it
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GENERATING ANALYSIS PDF REPORTS

1. After grading an exam, a new window called Remark Quick Stats will appear.
Typically, instructors request the 5 reports included under the folder “Ubco Standard
Reports” on the left side bar (you may need to scroll to find this folder). You may
export any of these reports.

Please note: If any of the templates are not working under UBCO Standard
Reports, then please check under the other reports to find the one you are looking

for.

On the following pages are examples of the UBCO Standard Reports.

File Edit View . Help

Advanced Grade W Report Batches Export Report
+ P

Reports Data
Class And Student Reports (
Item Analysis Reports (5)

Test And Item Statistics Reports

Response Reports (2)

Changed Answer Reports (4)

Ubco Standard Reports (5)
101 - Student Statistics

103 - Class Frequency
Distribution

201 - Detailed Item Analysis

310 - Test Statistics

-

320 - Test Item Statistics
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101 — Student Statistics Report

Student Statistics Report

Ovearall Cass Average: 66.6T%
Student orase Total Perosnt
12340005 BAUGS BUNNY F /5 [R5 ——
12340006 ELMER RUDD C 316 [Silis] = = o o o u—
12340001 CHARLEE BROWN e 5/5 100 .00
12340002 MICKEY MOUSE A 415 =0 .00 T ]
12345678 CHAI TEA F 1158 poY] Se——
01234444 ABC ABC C 315 [Silia] > = = o o u—
12340003 LISA SIMPSON As 515 10000
12340004 DOMALD DUCK A 415 =0.00 T
12340007 SNOOPY DOG his 5/5 100.00
Mazn e 333 cec7 I

103 — Class Frequency Distribution

Class Frequency Distribution Report

Owverall Mean Score: 868.67%
Grade Percent Score Raw Score Frequency Percent
A+ 90.00 - 100.00 450 -5.00 3 3333

A 85.00 - 89.99 425-445 0 0.00

A- 80.00 - 84.98 400-4.24 2 2.2
2+ 76.00 - 79.99 380-399 0 0.00

B 72.00 - 75.99 360-379 0 0.00

B- 68.00-71.99 3.40-3.59 0 0.00

C+ 84.00 -87.99 120-3.3% 0 0.00

c 80.00 - 83.95 3.00-3.1% 2 2.22
c- 55.00 - 55.58 275-298 0 0.00

D 50.00 - 54.99 250-274 0 0.00

F 0.00 - 45.99 0.00-2.45 2 2222
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201 - Detailed Item Analysis

Detailed Item Analysis Report
Questions1
Response Freq y P t Point Graph
Bisenal
3 T T7.78 0.58 P
*B 1 1.1 .07
c 0 0.00 =/ -
D 0 0.00 -
E 1 1.1 0.69 5
Az S
Total 19 100.00
Questions2 _
Response Frequency Percent Point Graph
Biserial
A 4 4444 075
B 3 333 028
c 0 0.00 =
D 1 1.1 .07
E 1 1.1 069 °“ -
S = -
s
Total E] 100.00
310 —Test Statistics
Test Statistics Report
Overall
Soore Data
NumDer of Graced Res 5
Total Poirts Fossibie 5
Maximum Score 5
Minimum Score o
“Shalicios
Moo Score 3y
Mgan Percent Scoe BEET
Berchmank -
5
170
289
Fercentle (25} F
Modan Scoe <
Parcantia (T5) 5
rter Quartle Rarge 3
Confidence infervaic
e 208454
% 143-523
Test Retiapusy
KooerRicrancson Fom™uda 20 %3
KuderRichandson Fommula 21 o
Coaficient (Cronbach| Alpha 02
Standand Emor of Maas unement oz
20200124 Test Statstcs Repot Page 1
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THE UNIVERSITY OF BRITISH COLUMBIA

Test temn Statistics Report

Gustton Pointe| Oraded e ﬁ

Questons 1 9 2 1 [] - E2 20 I
Questons? 1 L] 4 5 o ors A4
Duestors3 1 L] 5 3 1 oTo 555 I
Questorsd 1 9 7 2 o G 7T
Dtstonrss 1 L] & 2 1 0s3 2T I
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2. To export any of these reports, load the one you wish and click on Export Report

ot }E-p.::n.l..?.'.:::iel:--::-:l- 6 ‘::1 :: - 'EJ\ e\w

Student Statistics Report
Beports
B Favorites (6) [ o T mn—— ma
| = ' - —
o ———]
| = e —
20,00 IE——T—
| 1 I T
_—————— 1
| - ——
e——a
I
3. Click Export and select the folder you wish to save to
Export Report
Erpant tormyt: [Portable Document Format (POR .
Pages Al -
Image guakty: High -
Export Cancel
[ Eapeert Regemst W
+ B+ ThiaPC » Desktop v B " o
Oeganize = Hrw i - B
B This PC i
¥ 30 Objects L (19000 Araweer Shoeet Fest
B Dekiog
{ Decumnemty
& Dewnload
B M
= Paciures
B ideo:
a2 Local Dk {C:)
m MWPENNER (01
A ——— . b € »
Fila paene:
Seve s type Podable Docwment Format (* pdl)
Ve Folde Cance
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Optional: 150 — Student Grade

Student Grade Report

Legend: Incorrect[]

Students: 11234156 LIAM MARTIN

[ Grade Total Score Score (%}
[oversit A 3/10 £0.00

Responses

GQuestion Response  Correct Question Response Correct Questio Response  Correct
Answer Ansver Answer

Questions1 B Questionss o Questions3 A

CQuestions2 [ Questionst 8 Questions10 c

Questions3 D A Questions? o A

Questions4 D Questionss o

This report is located under “Ubco Advanced Reports” and creates a grade report for

each individual student. It may take some time to generate the reports for the whole
class, and the result file will be large.

Beupondend Swection - SBudent (e ade Beport

SHbrct Rrer NERpOnSENE] Fou weousd Mor 10 L in B eeport

Bripsndmsts v Selefed riipanddant
= AEMA000T BAGE BBan
3 BAOD0H PIRATR LD
12540001 CHAPLE BRCWM

g4 20428 Brmzer

To generate it, click on Add All (1) to move all of the students to the “selected
respondents” section, then click Run Report (2)
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GENERATING RESULTS AS SPREADSHEET

1. Under UBCO Standard Reports, select 101- Student Statistics

tandard

':-.[|_||:'|1"r'|'. ‘.

Test Statis

Test Itern Sta

2. Click on FILE on the upper left corner, hover to Export, then select Export Numeric Data

and Results.

ﬂ Rk Quick Stats - Advanced Grade

Edit  Wiew
Open Report Ctd= 0 )

Save
S As

Ctel=5
F2

Expaort Report

Send Emal

Export Excel

Expont Gradebock

Export Test e Dats

Print

Printer Setup

Expoit Mumenc Dats
Expont Mumeric Dats and Results

Export Tedusl Dats

Export Textual Data and Resulis

Export Testual Data snd Row Based Leaming Objec
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3. Click Advanced

Save Data...

Save Data
Select the appropriate file type and file name and then dick OK.

Leukm:|.Deskton ﬂ = ‘I~ =y E -

OneDrive
a mwpenner
B 1his pC
1 Libraries
o Netwark
ﬂ Microsoft Edge
| Test Answ...
|- Things to ask IT

File mame: [

oK
Save as type: |Text (") i Cancel
. System Default
Encoding: ystem u Advanced...

[ save headers

>

Click Deselect All (1)

5. Choose the data you wish to include in your spreadsheet. Common selections
include

1. Student ID, 2. First Name, 3. Last Name, (2)

Advanced

Advanced
Optionally configure the following advanced properties for the export file type:

Advanced Properties

Name = Load...
L s [ Save...
2 First Name
3 Last Name
4 Questions1
5 Questions2
6 Questions3
7 Questionsd Select All
8 Questions5 «| | Deselect Al

oK Cancel
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For 100Q Version: 116. Percent Score and 118. Total Score. (3)
For 200Q Version: 214. Percent Score and 216. Total Score. (not shown)

Advanced

Advanced

Advanced Properties

Optionally configure the following advanced properties for the export file type:

Include Name

115 Percentile

116 Percent Score
17 - eedive Score

118 ' E Total Score

119 S T Score

120 Z Score
121 Scaled Score
122 Extra Credit

Load...

Save...

Select All

=
— Deselect All

oK Cancel

6. Click OK when you are done. (4)

7. Navigate to your desired save folder, name the file, and under “Save as type” below,

choose Comma Separated Values (*.CSV). Make sure you are saving in the

correct folder, and click OK when you are done.

Save Data...

Save Data
Select the appropriate file type and file name and then click OK,

Lookin: | | | DEMO101_Quiz1 ~ &1 00K =~
File pame: DEMO101_Quiz1_Scan1_Report oK
Save as type: | Comma Separated Values (*.C5V) bt Cancel
Excel 2007 (*.XLSX) [<] -
Encoding: Excel 97 - 2003 (*.XLS) Advanced...

SAV)
( ’%omma Separated Values [".CSV})

dBase V (*.DBF)
1 dBase [V (*.DEF]

[~]
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UPLOADING GRADES TO CANVAS

If you are grading an exam on a 100Q bubble sheet, you may use the following
instructions. For those using a 200Q bubble sheet, please come by the Centre for
Teaching and Learning (ADM 103), and we can help you with the uploading process.

We recommend all those uploading grades to Canvas for the first time contact the
Centre for Teaching and Learning. Please come by or email ctl.helpdesk@ubc.ca!

1. The end goal is to modify your OMR spreadsheet (see below) so that it is readable
by the Canvas Gradebook. Make sure the spreadsheet is saved as a CSV (Comma
Separated Values) file.

START — OMR Output END — Canvas-ready file
A B C O A B C D

1 |Student ID First Name Last Mame Total Score 1 |Student SIS UserID Section OMR Score

2 | 12345678 NAME NAME 41 2

3 | 12345678 NAME  NAME 33 3 Points Possible 100

4 | 12345678 NAME MAME 45 4 |First Mame Last Name 12345678 67

5 | 12345578 NAME NAME 48 5 |First Name Last Name = 12345678 87

6 | 12345678 NAME NAME 34 6 |First Name LastName 12345678 65
7 |First Name Last Name 12345678 30

7 12345678|NAME NAME 46 & |First Name LastName 12345678 89

§ | 12345678 NAME NAME 45 9 |First Name Last Name 12345678 45

2. Three columns are essential for the Canvas Gradebook, and must be present in any
spreadsheet uploaded to Canvas. They are:

a.

The Student column, which contains the full name (first and last) of your
students. These must be in one column—Column A in the Canvas-ready copy.
See step 3 for instructions on how to combine columns.

You must also have at least one ID column—in this case, the Student ID.

The Section column, which will be Column C in the final document, can be left
blank, as long as the header Section is there.

3. In order to combine the First Name (Column B) and Last Name (Column C) columns
from the OMR Output spreadsheet into one Student column, you will need to insert

a

new column (Column A, which will shift all the other columns over by 1), and follow

these steps:

a.

b.

For example, you would like to combine the first and last names of the first
student on your list, Jane Doe, where “Jane” is cell C2 and “Doe” is cell D2.
You can put the full name in the cell A2 by using the following formula:
=PROPER(C2&” “&D2) --> make sure to leave a space between the quotation
marks!

Copy the formula for all the other names, by hovering your mouse pointer over
the small square on the bottom right corner of cell A2 (the mouse pointer will
turn to a + ), then double clicking. This will apply the formula to all the names.

|=prOPER(C28" "8D2)
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4. Now highlight Column A. You are going to copy and paste values into the same
cells. While the cells are highlighted, enter the following keyboard shortcut: Ctrl+c,
Ctrl+Alt+v, v, enter.

Alternatively you can, while the cells are still highlighted, click the right mouse
button, and select Copy, then, without moving the mouse, right click again, and
under Paste Options->Paste Special, click the Values icon 123, This will allow you to
keep the names after you delete the original columns.

5. Delete the First Name and Last Name columns (C, D). Column E shifts to become
Column C.

6. You must rename the Student Number column SIS User ID, and place it as Column
B in the final copy by copying and pasting it to its final spot.

7. You must also rename the Total Score column a more appropriate name, depending
on what the assignment was (eg. Midterm 1, Multiple Choice). If you already have a
column for it in the Gradebook, this name must match the name in your Canvas
Gradebook. In this example we are calling the column OMR scores.

8. At this point, you should have the Student column as Column A, the SIS User ID
column as Column B, the Section column as Column C, and the OMR scores (or
what you renamed it as) in Column D.

9. Insert two rows in between the column headers and the first row of data, so that in
Column A you have “Student” in cell A1, and the first student name in cell A4.
In cell A3, write “Points Possible” and then, in cell D3, write the highest number of
points possible for the test. The scores should not surpass this number.

10.Save your file as type CSV. Your file should be ready for upload, and look similar to

this:
14 = b
A B C D E
1 |Student SIS User ID Section OMR Score
2
3 Points Possible 100
4 |First Name Last Name 12345678 67
5 |First Name Last Name 12345678 87
6 |First Name Last Name 12345678 65
7 |First Name Last Name 12345678 90
8 |First Name Last Name 12345678 89
9 |First Name Last Name 12345678 45
10 |First Name Last Mame 12345678 89
11 |First Name Last Mame 12345678 98
17 Circt Momao | act Alanna A73ACETO AN
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11.Go into the Gradebook in Canvas and click on Actions at the top left side of the
screen, then click on Import

Importh

Export

Previous Export (Jan 13, 2020 at
1:14pm)

12.Select the file you have just prepared (must be in CSV format) and click on Upload
Data.

(3 What should the CSV file look like? 2 2

Choose a CSV file to upload:
Choose File |07 Sep_10-28..MR 1 try.csv

o Upload Data

13.If you already have a column for it in the Gradebook, and the header in the scores
column matches the existing assignment name, skip this step.
In order for a column to appear in the Gradebook, Canvas will now prompt you to
identify the OMR Scores column as an assignment. Click on the drop-down menu
and select “A new assignment”

Upload Gradebook:

There was some stuff | couldn't figure out with the data that you uploaded:

You uploaded some assignments that don't appear to be in your gradebook before now. Please tell me if it is a new assignment, or if
it represents an existing assignment,

Assignment in question This Assignment is

100

OMR Score * | points Possible

Continue —

14.1If any student names do not match the exact spelling and case as in the student list
in Canvas, you will also be prompted to confirm who they are from the list in a drop-
down menu.

15.Click on Continue, then on Save Changes. The Gradebook will have been updated,
with your OMR scores column filled, or a new OMR assignment created.
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